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Freedom of Information Policy 
  
Introduction 
Under the Freedom of Information Act 2000 (FOIA) Sancreed Parish Council has a duty to adopt and 
maintain a Publication Scheme describing: 

• the classes of information it publishes 
• how and where such information is published (e.g. website, paper copy, etc.) 
• whether or not a charge is made for such information 

The Council has adopted the Model Publication Scheme which has been prepared and approved by 
the Information Commissioner. 
 
Publication Scheme 
This Scheme commits an authority to: 

• Proactively publish or otherwise make available as a matter of routine, information, including 
environmental information, which is held by the authority and falls within the classifications 
outlined. 

• Specify the information which is held by the authority and falls within the classifications 
outlined. 

• Proactively publish or otherwise make available as a matter of routine, information in line 
with the statements contained within this scheme. 

• Produce and publish the methods by which the specific information is made routinely 
available so that it can be easily identified and accessed by members of the public. 

• Review and update on a regular basis the information the authority makes available under 
this scheme. 

• Produce a schedule of any fees charged for access to information which is made proactively 
available. 

• Make this publication scheme available to the public. 
• Publish any dataset held by the authority that has been requested, and any updated versions 

it holds, unless the authority is satisfied that it is not appropriate to do so; to publish the 
dataset, where reasonably practicable, in an electronic form that is capable of re-use; and, if 
any information in the dataset is a relevant copyright work and the public authority is the 
only owner, to make the information available for re-use under the terms of the Re-use of 
Public Sector Information Regulations 2015, if they apply, and otherwise under the terms of 
the Freedom of Information Act section 19. The term ’dataset’ is defined in section 11(5) of 
the Freedom of Information Act. The term ‘relevant copyright work’ is defined in section 
19(8) of that Act 
 

Obtaining Information 
Before submitting a Freedom of Information request, you may find the information you need by 
searching our Publication Scheme, much of which is available free of charge to download from the 
Council website. 
If you wish to make a request for information under the FOIA, please note that all requests need to 
be made in writing. 
You must provide us with the following information: 

• Your name 
• Contact address (this can be an email address only) 
• A detailed description of the information you require – please be specific 
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• The way in which you would like to receive the information (electronically or hard copy) 
You should receive the information you have requested within 20 working days of making your 
request.  If we need more time, we will contact you and explain why. 
 
Information not contained within the Publication Scheme and Exemptions 
Below is a statement from the Information Commissioner’s Office (ICO) which explains why the 
Council may have to refuse providing you with the information requested. 
“A requester may ask for any information that is held by a public authority. However, this does not 
mean you are always obliged to provide the information. In some cases, there will be a good reason 
why you should not make public some or all of the information requested. 
You can refuse an entire request under the following circumstances: 

• it would cost too much or take too much staff time to deal with the request; 
• the request is vexatious; 
• the request repeats a previous request from the same person. 

In addition, the Freedom of Information Act contains a number of exemptions that allow you to 
withhold information from a requester. In some cases, it will allow you to refuse to confirm or deny 
whether you hold information. 
Some exemptions relate to a particular type of information, for instance, information relating to 
government policy. Other exemptions are based on the harm that would arise or would be likely arise 
from disclosure, for example, if disclosure would be likely to prejudice a criminal investigation or 
prejudice someone’s commercial interests.  There is also an exemption for personal data if releasing it 
would be contrary to the UK General Data Protection Regulation (the UK GDPR) or the Data 
Protection Act 2018 (the DPA2018). 
You can automatically withhold information because an exemption applies only if the exemption is 
‘absolute’. This may be, for example, information you receive from the security services, which is 
covered by an absolute exemption. However, most exemptions are not absolute but require you to 
apply a public interest test. This means you must consider the public interest arguments before 
deciding whether to disclose the information. So you may have to disclose information in spite of an 
exemption, where it is in the public interest to do so. 
If you are refusing all or any part of a request, you must send the requester a written refusal notice. 
You will need to issue a refusal notice if you are either refusing to say whether you hold information 
at all, or confirming that information is held but refusing to release it.” 
Further information can be found at https://ico.org.uk/for-organisations/guide-to-freedom-of-
information/refusing-a-request/. 
 
Charges 
Unless otherwise stated, publications listed in our Publication Scheme are supplied free of charge.  If 
a charge is to be made, confirmation of the payment due will be given before the information is 
provided.  Payment will be requested prior to provision of information. 
 
Class 1 – Who we are and what we do 
(Organisational information, structures, locations and contacts.  Current information only.) 

• Who’s who on the Council & its Committee: website – free / hard copy – 10p per sheet 
• Contact details for Parish Clerk and Councillors (named contacts with telephone number and 

email address): website – free / hard copy – 10p/sheet 
 
 
 

https://ico.org.uk/for-organisations/guide-to-freedom-of-information/refusing-a-request/
https://ico.org.uk/for-organisations/guide-to-freedom-of-information/refusing-a-request/
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Class 2 – What we spend and how we spend it 
(Financial information relating to projected and actual income and expenditure, procurement, 
contracts and financial audit.  Current and previous financial year.) 

• Annual return form and report by auditor: website – free / hard copy – 10p per sheet 
• Finalised budget: website – free / hard copy – 10p per sheet 
• Precept: website – free / hard copy – 10p per sheet 
• Standing Orders and Financial Regulations: website – free / hard copy – 10p per sheet 
• Grants given and received: website – free / hard copy – 10p per sheet 
• List of current contracts awarded and value of contract: website – free / hard copy – 10p per 

sheet 
• Members’ allowances and expenses: website – free / hard copy – 10p per sheet 

 
Class 3 – What our priorities are and how we are doing 
(Strategies, plans, performance indicators, audits, inspections, reviews.  Current and previous 
year.) 

• Parish Plan: website – free / hard copy – 10p per sheet 
• Annual Report: website – free / hard copy – 10p per sheet 
• Postage varied and at current Royal Mail rates 

 
Class 4 – How we make decisions 
(Decision making processes/non-confidential reports and records of decisions.  Current and 
previous council year.) 

• Timetable of meetings (Council, committee and sub-committee meetings): website – free / 
hard copy – 10p per sheet 

• Agendas of meetings (as above): website – free / hard copy – 10p per sheet 
• Minutes of meetings (as above) – excluding information that is properly regarded as private 

to the meeting: website – free / hard copy – 10p per sheet 
• Reports presented to council meetings – excluding information that is properly regarded as 

private to the meeting: website – free / hard copy – 10p per sheet 
• Responses to consultation papers: website – free / hard copy – 10p per sheet 
• Responses to planning applications: website – free / hard copy – 10p per sheet 

 
Class 5 – Our policies and procedures 
(Current written protocols, policies and procedures for delivering our services and responsibilities. 
Current information only.) 

• Policies and procedures for the conduct of council business, including Standing Orders, 
Committee & Sub Committee terms of reference, delegated authority in respect of officers, 
Code of Conduct, Policy Statements: website – free / hard copy – 10p per sheet 

• Policies and procedures for the provision of services and about the employment of staff, 
including internal policies relating to the delivery of services, policies and procedures for 
handling requests for information, Complaints procedures (including those covering requests 
for information and operating the publication scheme): website – free / hard copy – 10p per 
sheet 

• Records management policies (records, retention, destruction and archive): website – free / 
hard copy – 10p per sheet 

• Data protection policies: website – free / hard copy – 10p per sheet 
• Schedule of charges (for the publication of information): website – free / hard copy – 10p per 

sheet 
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Class 6 – Lists and Registers 
(Currently maintained lists and registers only – some information may only be available for 
inspection). 

• Asset Register Hard Copy 10p/sheet 
• Register of Members’ Interests Hard Copy 10p/sheet 
• Register of gifts and hospitality N/A 

 
Class 7 – The services we offer 
(Information about the services we offer, including leaflets, guidance and newsletters produced for 
the public and businesses.  Current information only and some information may only be available 
by inspection.) 

• Allotments: website – free / hard copy – 10p per sheet 
• Burial grounds and closed churchyards: website – free / hard copy – 10p per sheet 
• Community centres and village halls N/A 
• Parks, playing fields and recreational facilities: website – free / hard copy – 10p per sheet 
• Seating, litter bins, clocks, memorials and lighting: website – free / hard copy – 10p per sheet 
• Public conveniences: website – free / hard copy – 10p per sheet 
• Agency agreements: website – free / hard copy – 10p per sheet 
• A summary of services for which the council is entitled to recover a fee, together with those 

fees (e.g. burial fees): website – free / hard copy – 10p per sheet 
 
Contact details: 
As above 
 
Schedule Of Charges 
This describes how the charges have been arrived at and should be published as part of the guide. 
 
Type Of Charge Description Basis Of Charge 

• Disbursement cost 
• Photocopying @ 10p per sheet (black & white) – actual cost * 
• Postage @ Royal Mail standard 2nd class – actual cost* 
• Statutory Fee In accordance with the relevant legislation as determined by statute 

* the actual cost incurred by the public authority 
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